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Message from the Archivist of the United States 
 

Thank you so much for using NARA‟s Electronic Records Archives.  ERA 

gives federal agency personnel new tools to help them perform essential 

records management activities, such as scheduling records and 

transferring permanent records to NARA.  We hope this manual will be a 

handy and effective resource when you need more information on ERA 

processes or simply want to review specific process steps.  Please use it 

often and also consult the other resources we have made available for 

you, such as the online training modules, the ERA Help Desk, and of 

course, your appraisal and accessioning archivists.   

NARA is building ERA to fulfill its mission in the digital age: to safeguard and preserve the records of our 

government, ensure that the people can discover, use, and learn from this documentary heritage, and 

ensure continuing access to the essential documentation of the rights of American citizens and the actions 

of their government.  We can only accomplish this mission with your active participation.  Your role in 

government is an essential part of our mission of preserving the records of the past and the present for 

study and use in the future.  We are committed to ensuring that ERA supports you, our critical partner, in 

carrying out your records management duties efficiently and easily. 

 

DAVID S. FERRIERO 

Archivist of the United States 
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Welcome to ERA 
 

The Electronic Records Archives (ERA) is NARA's system that allows Federal agencies to perform critical 

records management transactions with NARA online. Agency records management staff will use ERA to 

draft new records retention schedules for records in any format, officially submit those schedules for 

approval by NARA, request the transfer of records in any format to the National Archives for accessioning 

or pre-accessioning, and submit electronic records for storage in the ERA electronic records repository.  
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1. Getting your Agency Set Up with ERA 

 

1a.   Appointing an ERA Account Manager  

Before you can start using ERA, your agency will need to appoint a representative who will be responsible 
for approving access to the ERA system. This representative is called the ERA Account Manager and will 
often be the Records Officer.  

 

Because the ERA Account Manager is responsible for who can access ERA and perform ERA system 
functions, the Account Manager should carefully review the following instructions and become familiar with 
the procedures for account creation, review, deletion, and modification.   

  

1b.   Notifying NARA  

To begin the process of creating ERA user accounts and to establish initial ERA system connectivity, your 
agency will need to notify the NARA ERA Account Official with the following information:   

  
 ERA Account Manager: Name and Contact Information.  

  

The agency Records Officer should contact the NARA ERA Account Official with this information directly by 
phone at 304-726-7821, or by e-mail at: ERAaccounts@nara.gov.  

 

 

 

At a glance: 

 Appoint an ERA Account Manager 

 Notify NARA with ERA Account Manager contact information 

mailto:ERAaccounts@nara.gov
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2. Creating ERA User Accounts: Understanding Roles  

 

2a.   Roles for Scheduling Records 

Records Scheduler  
This role should be assigned to users who will draft record schedules and submit them to the Certifying 
Official.  An agency may have multiple individuals assigned to this role. 
 
Certifying Official  
This role should be assigned to users who will certify that the agency is officially submitting a Records 
Schedule to NARA for review and approval. This is the person who currently has the authority to sign paper 
SF115s and SF258s for the agency. 

 
2b.   Roles for Transferring Permanent Records to NARA   

Transferring Agency Official  
This role should be assigned to users who will create draft Transfer Requests and submit them to the 
Agency Approving Official. 
 
Electronic Transfer Staff  
This role should be assigned to users who will package and transmit electronic records to ERA via an 
electronic transfer method.  
  
Agency Approving Official  
This role should be assigned to users who have the authority to transfer physical and legal custody of 
records on behalf of the agency. This is the person who currently signs block 2A on the SF 258. 

At a glance: 

 ERA provides five different roles that can be assigned to each user based on the 
user’s job function.  

 A user can be assigned one or several roles.  
 The ERA Account Manager should understand and be familiar with these roles 

prior to assigning and granting prospective users ERA system access.    
 

  

 Notifying NARA 
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ERA ROLES DEFINITIONS CAPABILITIES 

For Scheduling Records 

Records Scheduler 

Records Schedulers are agency 
staff responsible for preparing the 
draft Records Schedule and 
submitting it to the Certifying 
Official. 

I am able to prepare a draft 
Records Schedule and submit it 
to the Certifying Official. 

  

Certifying Official 

Certifying Officials are agency 
representatives responsible for 
designating the official status of the 
Records Schedule before 
submitting it to NARA for review 
and approval. 

I am able to certify that the 
agency is officially submitting a 
Records Schedule to NARA for 
approval. 

  

For Transferring Permanent Records to NARA  

Transferring Agency Official 

Transferring Agency Officials are 
the agency representatives that 
create the transfer request and 
submit it for approval by NARA. 

I am able to create and sign off 
on a Transfer Request and 
submit it to the Agency Approving 
Official for sign off and NARA 
approval. 

Electronic Transfer Staff 

The Electronic Transfer Staff is 
responsible for packaging electronic 
files and sending them to ERA.  If 
the Electronic Transfer Staff has 
transmitted the files via an 
electronic transfer method, he/she 
is responsible for initiating the 
transfer processing of those 
electronic files once the 
transmission is complete. 

I am able to package and 
transmit the electronic files to 
ERA via an electronic transfer 
method. I am able to initiate the 
transfer processing of those 
electronic files once the 
transmission is complete. 

  
  

Agency Approving Official 

The Agency Approving Official 
approves Transfer Requests and 
Legal Transfer Instruments on 
behalf of the agency. 

I am able to sign off and approve 
Transfer Requests and Legal 
Transfer Instruments on behalf of 
the agency. 

 
Table 1: ERA User Roles 
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2c.   Getting Users Trained  

Once the ERA Account Manager has identified the appropriate ERA system role(s) for a user, he or she 
will need to ensure that the user completes the required ERA training for that role.  Each user must 
complete training prior to submitting an ERA User Request.  All ERA training courses are located online at 
http://www.archives.gov/era/training.   
 
Many users may only use ERA once or twice a year.  In these cases the ERA Account Manager should 
require such users to take the online training as a refresher before conducting work in the ERA system. 
 

2d.   Submitting ERA User Account Requests  

 To submit a user account request, the ERA Account Manager should direct the user to the following 
address:   http://www.archives.gov/forms/era/era-account-request.html  and have the user fill out the 

online request form.  
 

 Once submitted, the form will be forwarded via email to the ERA Account Manager. 
 

 The Account Manager should verify that the request is correct and complete, and then forward the 
request to the NARA ERA Account Official at: ERAaccounts@nara.gov.  

 

 The account will be created, and the ERA Help Desk will contact the user with their username and 
password. 

 

http://www.archives.gov/era/training
http://www.archives.gov/forms/era/era-account-request.html
mailto:ERAaccounts@nara.gov
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3. Managing ERA User Accounts: Responsibilities  

 

3a.   Modifying ERA Accounts   

To modify an existing ERA account: 

 
 The user and the ERA Account Manager should first discuss and agree on the changes that need to be 

made. 
 

 Then the user should complete the online user request form by selecting Modify Existing User in 
Section 1 of the online form.   

 

 Please note that a Modify Existing User request will entirely replace all information submitted in the 
original Create User Account request.  

 

 Once submitted, the modification request will be forwarded via email to the ERA Account Manager.  
 

 The Account Manager will verify that the request is correct and complete, and then forward the request 
to the NARA Account Manager at: ERAaccounts@nara.gov.   

 

 The account will be modified, and the ERA Help Desk will contact the user to let them know the 
modification is complete.  

  

 

 

 

At a glance: 

 The ERA Account Manager is responsible for managing the life cycle - from 
creation to deletion - of accounts in ERA for users at his or her agency. This 
includes: 

o Ensuring that their users are trained 
o Review that their users have a need to use the system at least quarterly 
o Approve user account modifications 
o Delete accounts that are no longer used or needed 

 The Account Manager should keep whatever files on their users as are necessary 
to fulfill their responsibilities.  

    

 
 
 

  

 Notifying NARA 

mailto:ERAaccounts@nara.gov
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3b.   Reauthorizing ERA Accounts   

Quarterly, the NARA ERA Account Official will contact the ERA Account Manager and verify that the 
accounts assigned to the Account Manager are still valid and have the minimum necessary privileges to do 
their job.   

 

The ERA Account Manager is responsible for maintaining current knowledge of the staff members who 
need to use ERA and what roles they should have.  

3c.   Deleting ERA Accounts   

To terminate an existing user account for your agency, please email the NARA Account Manager at:  
ERAaccounts@nara.gov with the name of the user account to be deleted.  

  

The account will be deleted, and the ERA Help Desk will contact the ERA Account Manager to confirm that 
the account deletion is complete. 

 

mailto:ERAaccounts@nara.gov
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4. Getting Help   

Online  

ERA Agency User Manual: http://www.archives.gov/records-mgmt/era/ 

ERA eLearning Training: http://www.archives.gov/era/training/ 

 

By Phone  

The ERA Help Desk can be reached from 6 AM to 8 PM EST at 1-877-372-9594  

  

By E-mail  

The ERA Help Desk e-mail address is ERAHelp@nara.gov 

http://www.archives.gov/records-mgmt/era/
http://www.archives.gov/era/training/
mailto:ERAHelp@nara.gov
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5. ERA Business Objects (B.O.s) 

 

5a.   Records Schedule (RS) 

A Records Schedule (RS) is a Disposition Agreement developed by a federal agency and accepted by 
NARA. A Records Schedule describes federal records, establishes a period for their retention by the agency, 
and provides mandatory instructions for what to do with federal records that are no longer needed for current 
government business. It is a negotiated schedule between NARA and a scheduling entity.  

The Records Schedule may contain multiple Records Schedule Items. Each Records Schedule Item 
(RSI) addresses a definable set of records and the timetable for the retention, transfer, and/or destruction of 
the records.  

There are two types of Records Schedules in ERA: 

DAA=Disposition Authority Agency: This prefix indicates a new “born-in-ERA” records schedule created by 
an agency. 

DAL=Disposition Authority Legacy: This prefix indicates that the records schedule is legacy information, 
meaning that it is the ERA Records Schedule ID assigned to a previously approved records schedule, a  

Legacy Records Schedule (LS). NARA is entering previously approved records schedules so that 
disposition authorities are available for transferring records via ERA. 

The Legacy Records Schedule may contain multiple Legacy Records Schedule Items (LSI). Each Legacy 
Records Schedule Item addresses a definable set of Records and the timetable for the retention, transfer, 
and/or destruction of the Records. 

At a glance: 

 Generally, ERA Business Objects (B.O.s) are the forms by which records are 
scheduled and transferred to NARA. B.O.s  include: 

o Records Schedules (RS) 
o Records Schedule Items (RSI) 
o Transfer Request (TR) 
o Transfer Processing Results (TPR) 
o Legal Transfer Instrument (LTI) 
o Related Assets 
o Attachments 
o Folders 
o Transfer Plan (TP) 
o Data Type Template (DTT) 
o Code List (CL) 
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5b.   Records Schedule Item (RSI) 

The Records Schedule Item (RSI) is the specific item described on the Records Schedule or Legacy Records 
Schedule that defines a record series and its disposition. An RSI is identified by its Disposition Authority 
Number. 

5c.   Transfer Request (TR) 

The ERA Transfer Request form replaces the SF 258, paper form as the means for documenting and 
conducting physical and legal transfer of permanent records from agency custody to NARA custody. Much of 
the information captured on the SF 258 is now captured on the TR. The TR also captures additional 
information that was not formerly requested on the SF 258, in order to maximize intellectual and physical 
control over the records. 

The TR also encompasses two other Business Objects , the Transfer Processing Results form (TPR) and 
the Legal Transfer Instrument form (LTI).  

5d.   Transfer Processing Results (TPR) 

The Transfer Processing Results form (TPR) form is used by NARA to document problems found during the 
processing and verification of a records transfer. Agencies can view the TPR associated with their TR but not 
make any changes.  

The TPR is automatically generated by the system after a Transfer Request (TR) is approved. One TPR is 
created for each TR. 

5e.   Legal Transfer Instrument (LTI) 

The Legal Transfer Instrument form (LTI) formally conveys the legal custody of a records transfer to the 
National Archives. This business object is created automatically by the ERA system when a Transfer Request 
moves into Physical Custody Accepted status.  

There is one Legal Transfer Instrument created per Transfer Request.  

The status Legal Custody Accepted indicates that the National Archives has taken legal custody of the 
records and the accessioning process is complete. Only the NARA Accessioning Manager can accept legal 
custody of a records transfer. 

 Records Schedule/Records Schedule Item is represented by a DAA number 
 Legacy Records Schedule/Legacy Records Schedule Item represented by a DAL number. 

 

Helpful 
Hint: 
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5f.   Related Assets 

Related Assets are the various Business Objects associated with a particular Business Object such as: 

 The Records Schedule or Legacy Records Schedule associated with a Transfer Request. 

 The Transfer Processing Result associated with a Transfer Request. 

 The Transfer Request associated with a Legal Transfer Instrument.  

5g.   Attachments 

An Attachment is a file that is associated with a Business Object. The following Business Objects may have 
an associated Attachment: Transfer Request, Transfer Processing Results, Records Schedule, Legacy 
Records Schedule, Legal Transfer Instrument, and Folder.  

Attachments cannot be added or deleted by Agency ERA users once the TR has been Submitted to NARA for 
Approval (Proposed status). 

For textual transfers Attachments can consist of box lists, letters, memos, or other correspondence related to 
a particular transfer. 

All Attachments should contain the associated B.O. number in its title. For example, a box list for DOJ  
TR-0060-2011-0045 should be named: TR-0060-2011-0045_SF135.pdf or TR-0060-2011-0045_boxlist.xls  
 

5h.  Folders 

A Folder is a Business Object that can be used to aggregate together other Business Objects and 
Attachments as a set. 

The following Business Objects may be added to a Folder: Transfer Request, Records Schedule, Legacy 
Records Schedule, Transfer Processing Results and Legal Transfer Instrument. 

Currently only NARA can create, use, and view folders. 

5i.   Transfer Plan (TP) 

The Transfer Plan captures the transfer requirements for records transfers. ERA automatically creates the 

initial Transfer Plan when a Records Schedule (RS) is approved containing Permanent Records Schedule 

Items that will be transferred to NARA. Much of the Transfer Plan is pre-populated directly from the Records 

Schedule Item. (Not applicable to textual transfers at this time). 
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5j.   Data Type Template (DTT) 

The DTT is a tool that reads all the records of a file and provides specific details, such as number of distinct 
values, or the minimum and maximum values, on a field by field basis to the person running the tool. 

This is applicable to electronic records only. 

5k.   Code List (CL) 

A code list is a file or printed document identifying and explaining the codes used in a specific file or field in a 
data base. 

This is applicable to electronic records only. 
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6. Navigating ERA 

 

6a.   The “Back” Button 

 

Do not use the ―Back‖ button on your browser navigation bar.  

Only use the navigation buttons provided in the system itself.  

Using the “Back” button can cause errors, data loss and may even kick you out of the system.  

 

6b.   The “OK” Button 

 

―OK‖ does not save.  

The “OK” button is available when creating or editing an item or overview.  

“OK” does not save your work. It only closes the item or overview you were working on.  

You must also select “Save” in order to keep what you have done.  

You can create multiple items and overviews without the system prompting you to save. 

 If you exit the system without selecting save all of your work will be lost, so save after creating 

each item or overview. 

At a glance: 

 Below you will find a brief description of the most common functions used when 
navigating the ERA system interface. These include:    

o The “Back” Button 
o The “OK” Button 
o “Cancel” Buttons 
o Viewing the PDF/Print Version: Internet Explorer 8 
o Viewing the PDF/Print Version: Saving 
o Uploading Attachments 
o Viewing Attachments 
o Deleting Attachments 
o Basic Search Function 
o Advanced Search Function 
o Wildcard Search Function 
o Show Related Function 
o Show Related Function    
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6c.   “Cancel” Buttons 

 
 There are two ―Cancel‖ buttons.  
 The “Cancel” button on the left side of the screen (both at the top and bottom) applies to the schedule 

as a whole.  
 

o If you select this “Cancel” button it will ignore any changes not previously saved on the schedule as a 
whole.  

 
 The other “Cancel” button, on the right side of the screen, appears when you create or edit an item or 

overview.  
 

o The right-hand “Cancel” button only applies to the item or overview. 
o If you select this “Cancel” button it will ignore anything done on the specific item or overview on which 

you are working and return you to the hierarchy tree. 
 

6d.   Viewing the PDF/Print Version: Internet Explorer 8 

 There is a security setting in Internet Explorer (IE) that disables file downloads, preventing you from 
viewing PDFs.  

 The setting is called “Automatic Prompting for file downloads” and can be accessed in IE by going to: 
 

o Tools 
o Internet Options  
o Select the Security tab 
o Select “Custom level” 
o Scroll down to the “Downloads” section  
o Select the “enable” option. 

 

6e.   Viewing the PDF/Print Version: Saving 

Content must be saved in order for it to appear in the PDF view.  
The system does not prompt you to save 

 If you open the PDF view and entered content does not appear: 

o Save your work 
o Reopen the PDF 

 

6f.    Uploading Attachments 
 

There is no message indicating completion of the upload.  
When uploading attachments, you do not receive a message indicating completion of the upload. 

 You must close the “Uploading” pop-up and refresh the screen, at which point you will be able to see the 
attachment listed in a new box. 
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6g.   Viewing Attachments 

 

Viewing attachments is not intuitive. 
With all applicable Business Objects, including Folders, the procedure is the same 
 Once a Business Object has been located, any Attachments may be added, viewed, modified or deleted 
  from it. To do this: 
 

o Select the „Attachments‟ tab on the Business Object Display page.  
 

 Beneath an option to Add an Attachment, any and all Attachments currently attached to the Folder or any 
other Business Object will be displayed. To view:  

  
o Click the Attachment Name.   
o Select „View download Asset‟ to view the Asset  
o Select “View Ace” to view the Metadata  

 
 Follow the prompts to „Open‟ OR „Save‟ the Attachment. „Open‟ will open the Attachment for viewing, 

while „Save‟ provides the user the option to save a copy of the Attachment to their local machine.  
 

o Select „Open‟ to view the Attachment and its metadata or contents.  
 

 Because all files are zipped after virus checking, the Attachment is unzipped and the user is presented 
with two typical folders, (not ERA Folders). Selecting the Attachment by file name will transfer control of 
opening it to the operating system, and the Attachment will be displayed.  (If the file-type is unknown, the 
user will be presented with a choice to select a tool to open it.) 

 
 The Attachment will be opened with the appropriate tool and its contents will be displayed. After viewing 

close the Attachment, and close the download page.  
 

 Alternatively, to view the Metadata of the Attachment, (which is the full ACE of the Downloaded 
Attachment): 

 
o  Select the Metadata.xml file, and the ACE of the Attachment will be displayed. 

 
 Close out any files and file folders to be returned to the List of Attachments page on the Attachments tab.  

 
 Close the page and Attachments tab to be returned to the Business Object. 
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6h.   Deleting Attachments 

 With all applicable Business Objects, including Folders, the procedure is the same:  

 Once the Folder or Business Object properties page is displayed: 
 

o  Select the „Attachments‟ tab; it will be the last tab on the page. 
 

o Once the „List of Attachments‟ on the Attachments tab has been displayed, each Attachment will have 
a checkbox to the left of the Attachment name and description. This option only exists for authorized 
users.  

 
 Check the box next to any Attachment name(s), and the „Delete‟ button will become operational. Although 

only one file at a time may be uploaded to any Business Object, many Attachments may be deleted 
simultaneously, by Checking the box next to the name of each one.  

 
 When all Attachments selected for deletion have been checked, initiate the Delete function by:  

 
o Clicking on the Delete button.  

o You will be prompted for confirmation prior to initiating the Delete process, and the „List of Attached 
Files‟ can be „Refreshed‟ immediately, or it will be re-displayed automatically upon completion of the 
Attachment deletion process.  

 
o The re-displayed „List of Attachments‟ will no longer contain the Attachment names and descriptions 

that the user has chosen to delete.  
 

o Any failure of the delete process will result in a Notification to the user that, „The system was unable 
to delete the Attachment‟.  

 
 If this message is received, please Repeat the steps listed above to Select and Delete 

Attachments form Business Objects until successful. 
 

6i.   Basic Search Function 
 

o Choose the Select Business Objects radio Button. 

o Select the Records Schedule check box. 

o Enter the Keyword(s) (or leave blank) and select the Search Button. 

o Search results are returned. 

o Select the Records Schedule ID of the desired Records Schedule. 

o Select the View Button on the floating menu. 
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6j.   Advanced Search Function 
 

o Select the Advanced Search tab. 

o Select Records Schedule from the Search for: drop down menu. 

o Enter any Keyword(s) and/or enter/select search parameters. 

o Select the Search Button. 

o Search results are returned if a Records Schedule (s) includes the search criteria entered. 

o Select the Records Schedule ID link of the desired Records Schedule 

o Select the View Button on the floating menu 

6k.   Wildcard Search Function 
 

o Select the Advanced Search tab. 

o Select Records Schedule from the Search for: drop down menu. 

o Enter data into the Keyword(s) field and place an asterisk to represent the unknown data 

o Select the Search Button. 

o Search results are returned if a Records Schedule includes the data entered. 

o Select the Records Schedule ID link of the desired Records Schedule 

o Select the View Button on the floating menu 

 
 Note: Users can also perform a wildcard search across all Business Objects. 

6l.   Show Related Function 
 

o Perform a Basic, Advanced or Wildcard search (instructions above) 

o Select the Records Schedule ID link of the desired Records Schedule  

o Select the Show Related option in the floating menu 

o The Search Results are reloaded with all related business objects and system objects.  

 

The Show Related functionality allows users to review other objects associated with the Records 
Schedule. 
 

 

 



                                              

 

Electronic Records Archives | Agency User Manual 

17 

7. Scheduling Records in ERA 

 

7a. Overview 

7a.1  Scheduling Records in ERA: Job Numbers 
 Job Numbers are assigned upon records schedule creation. 
 Job Numbers include: 

o A prefix (DAA or DAL, defined below) 
o The Record Group 
o The Fiscal Year in which the schedule is created 
o And a sequential number 

 Please Note:  
o Schedule numbers no longer reflect order of submission to NARA (as they have in the past), but 

instead order of creation by the agency.  
o If you create a schedule in one fiscal year but do not submit it until the next, the schedule number 

will reflect the fiscal year in which the schedule was created.  
o If a schedule is created but deleted, that schedule number will not be reused and therefore there 

could be gaps in job numbers.  

7a.2  Scheduling Records in ERA: Job Number Prefixes 

Job Numbers created in ERA will begin with either DAA- or DAL- 

 

 DAA=Disposition Authority Agency: This prefix indicates a new “born-in-ERA” records schedule 
created by an agency.  

 
 DAL=Disposition Authority Legacy: This prefix indicates that the records schedule is legacy 

information, meaning that it is the ERA Records Schedule ID assigned to a previously approved records 
schedule.  

 

At a glance: 

 All records schedules will be created and submitted to NARA electronically via 
ERA.  ERA provides a more structured format for records schedules. 

 ERA accommodates traditional series-based schedules as well as “big bucket” 
and flexible schedules, or even a combination of the two. 

 Please note that while records schedules will be submitted and maintained 
electronically, appraisal dossiers (including printed versions of schedules) are still 
maintained in paper. NARA is in the process of developing an automated 
workflow system for appraisal that should be operational in FY 2012. 
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7a.3  Scheduling Records in ERA: Item Numbers 

ERA assigns a simple four-digit number (0001, 0002, 0003, etc.) to each item or disposition instruction. It 
does not use hierarchical numbering schemes such as 2A, 7(a)1, 3.1.4, etc. You can still create outline 
structures with headings and overarching descriptions, but headings are not numbered. For example:  
 

Audit Case Files  
 

0001  Headquarters Case Files  

Disposition Instruction: TEMPORARY. Cut off at end of calendar year in which case closed. 
Destroy 15 years after cutoff.  

 

0002  Field Case Files  

Disposition Instruction: TEMPORARY. Cut off at end of calendar year in which case closed. 
Destroy 10 years after cutoff.  
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7b. Helpful Hints for Scheduling 

NARA staff has identified helpful hints and useful shortcuts for creating Records Schedules and Records 
Schedule Items. 

General Issues:   

7b.1  Versioning 

 
 Make sure you use the correct version of the schedule.  

 The ERA system captures versions of an individual records schedule at various points along the process.   

o For example, the system keeps the originally submitted schedule (the Proposed version) to 
document the version that was originally submitted to NARA.  

  
 When you search for a schedule all existing versions in the system will appear.  

 If you intend to make revisions to a schedule you must make sure you select the appropriate version to 
work from. 

 
o For example, if a schedule has been returned to the agency for revisions you will see the 

following options from the search screen: Proposed, Returned for Revision, and Returned for 

Revision Working Version.   

 

 You must work from the Returned for Revision Working Version to actually make 

any revisions. 

 

7b.2  Create an Item or Overview 

 
 To create an item or overview, you must select either the records schedule folder icon or an 

overview in the hierarchy tree under which the item or overview is to appear.  
 

 The item/overview will appear at the bottom of the selected location. 

  Items can be moved between or out of overviews or reordered. 
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7b.3  Order of Item Numbers 

 
 Item numbers may not appear in order in Draft.  

 ERA assigns temporary item numbers at the moment of creation.  

 If you delete an item in Draft state that item number will not be reused.  

 Similarly, if items are moved or reordered they retain their originally assigned item number while in Draft 
state.  
 

 Once the schedule is certified, however, all the numbers will be reset so that they are in order with no 
gaps.  
 

 Similarly, if changes are made while a schedule is returned to an agency for revision the numbers will be 
reset when the schedule is returned to NARA. 

 

7b.4  Create from Existing Function Limitations 

 
 New records schedules can be created in ERA from “born-in-ERA” schedules that already have been 

created.  
 

o This is particularly useful if you want to revise and submit a schedule that has been withdrawn.  
 

 Schedules can only be created from other schedules with the DAA prefix (those that were initially created 
in ERA).  
 

 You cannot create new schedules from legacy schedules (DAL schedules) in ERA. 

 

Search Function Issues: 

7b.5  Records Schedule States 

 
 Records Schedule States are not in chronological order on the Advanced Search screen. 

 The list of schedule states in the Advanced Search for business objects is not in chronological order of the 
approval process.     
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Specific Fields Issues: 

7b.6  Department-wide Schedules 

 
 Department-wide Schedules option available to all.  

 NARA has added a new option under the “Records Schedule Applies to” field to allow for the creation of 
Department-wide schedules. 
  

 Department-wide schedules should only be created at the Department level, however, the option is 
available to all records schedulers because ERA does not have the granularity to narrow permissions to 
just department-level Records Schedulers.  
 

 Do not select “Department-wide” unless you are a Department-level Records Scheduler creating a 
schedule that applies to all components within your Department. 

 

7b.7  Revision Notes 

 
 Records Schedulers should not use the Revision Notes fields.  

 The Revision Notes fields on the General Information tab and in each item are available to Records 
Schedulers, but should only be used by NARA users to annotate modifications to the approved schedule 
(formerly known as pen-and-ink changes). 
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7c. ERA Scheduling and Appraisal Workflow 

There are several aspects to ERA scheduling and appraisal workflow, some of which exist within ERA as 
some of which exist outside of ERA.  These aspects are identified below. 

7c.1  Creating a Records Schedule  
 

 A records schedule is generally created by an agency Records Scheduler.  

o This person may be the agency Records Officer or any user in the agency that has an account 

with the Records Scheduler role.  

 Records schedules can also be created by NARA staff on behalf of the agency, but this is rare.  

 Once the Records Scheduler completes the schedule, she or he must submit it for certification by 

the Certifying Official in order for it to be submitted to NARA. 

  

7c.2  Internal Agency Vetting  

 
 There is no workflow in ERA for internal agency vetting because agencies have different internal review 

and approval processes.  

 There are only two agency user roles associated with the records schedule:  

o Records Scheduler who drafts the schedule 

o Certifying Official who submits the schedule to NARA 

 The Certifying Official must be the final approver in the internal agency vetting process because once the 

Certifying Official certifies the schedule it is officially submitted to NARA and no longer accessible by the 

agency until the schedule is approved, withdrawn, or returned to the agency for revision.  

 For most agencies the Certifying Official will be the agency Records Officer (some departmental 

components must submit schedules through their departmental Records Officer depending on their 

internal procedures).  

Options of internal agency vetting: 

 
 Agencies can print or save a PDF copy of the schedule to distribute for review.  

 Agencies can assign reviewers the “Records Scheduler” role, allowing them access to the system and the 
ability to make changes prior to the Certifying Official certifying the schedule and submitting it to NARA.  

 

In both cases, however, internal concurrence signatures must be captured outside the system. If internal 
concurrences are submitted to NARA they can be submitted outside of ERA or as an attachment to the 
schedule. Agencies are required to let NARA know on the schedule if internal agency concurrences will be 
provided.  

 



                                              

 

Electronic Records Archives | Agency User Manual 

23 

7c.3  Submitting a Records Schedule to NARA  

The agency‟s Certifying Official, usually the agency Records Officer, is tasked with certifying a schedule in 
ERA.  Once the schedule is certified it is officially submitted to NARA for appraisal and approval. If the 
schedule is not certified, it has not been submitted to NARA.  

 

7c.4  Appraisal Workflow  

 
 Currently, ERA is only for drafting, submitting, and final approval of records schedules. The appraisal 

process occurs outside of the system.  

 
 Correspondence between the appraiser and the agency, internal NARA stakeholder review, and the 

Federal Register process, and the final appraisal memo are not captured in ERA but in the appraisal 

dossier, which is still a paper record not currently part of ERA.  

 

 NARA does not currently make appraisal dossiers available to agencies except upon request.  

 

 The only part of the appraisal workflow that presently occurs in ERA is approval of the schedule. All 

signatory information (Certifying Official to Archivist) appears on the Signatory Tab.  

 

7c.5  Access to schedules after approval  

Once a schedule is approved it is accessible by the submitting agency. Agencies can access their schedules 
through ERA. If they want access to appraisal dossiers they must ask their appraiser. 
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7d. Records Schedule and Tab Fields 

The ERA Records Schedule replaces the SF 115 as the means for agencies to request  NARA approval of the 
dispostion of Federal records, whether those records are temporary or permanent.  The ERA Records 
Schedule provides a more structured way of scheduling records in an effort to ensure all necessary 
information is provided. It also captures additional information that was not formerlly requested on the SF 115 
in an effort to maximize intellectual and physical control over the records.  
 
The ERA Records Schedule consists of several tabs: General Information, Item Information, Executive 
Summary, Contact Information, Related Assets, and Attachments.  Within these tabs information is 
organized by sections that contain fields for which data is either automatically populated by the system or 
manually entered by the Records Scheduler. 

 

7d.1  General Information Tab 

This tab contains information that applies to all items in the Records Schedule. 

 

Records Schedule Number: This field appears above the General Information section. This number is 
system-generated.  The Records Schedule ID includes a prefix (DAA or DAL, see page 1), the Record Group, 
the Fiscal Year in which the schedule was created, and a sequential number. 

 

Schedule Status: This field appears above the General Information section on this tab.  It is a system-
populated field that identifies the status of the overall schedule.  

 

The Agency or Establishment* is a required field that contains the immediate agency or establishment for 
which the schedule applies.   
 If your agency is a component agency of a larger Department, you should use your agency‟s name and 

not the Department‟s name.   

 The field is auto-populated based on the user‟s profile.  If you have more than one agency associated 

 with your profile, you will have a drop-down menu to select the appropriate agency.  

 

Record Group/Scheduling Group* is a required field that contains the NARA Record Group or Scheduling 
Group associated with the Agency or Establishment.   
 A Scheduling Group is an alpha code used only by Department of Defense agencies for department-

wide schedules. Scheduling Groups include NU, AU, AFU.  

 If there is more than one Record Group/Scheduling Group associated with a particular Agency or 

Establishment the user must select the appropriate Record Group/Scheduling Group from a drop-down 

menu of selections.   

 



                                              

 

Electronic Records Archives | Agency User Manual 

25 

Records Schedule applies to indicates the schedule‟s scope, whether it applies to only a specific office or 
subdivision within the agency or to records created anywhere in the agency (agency-wide).  
 Options for agency Records Schedulers include “Major Subdivision,” “Agency-wide,” or “Department-

wide.”   

 If you are creating a schedule to be used by only one program office within the agency, select “Major 

Subdivision”. If you are creating a schedule that is applicable across all program offices in an agency, 

select “Agency-wide.”  

 “Department-wide” is a new option available for Records Schedulers within a Department to create 

 schedules that apply to all component agencies within the Department.  

 

 Please note: Only Records Schedulers at the Department level should use this option when 

creating Department-wide schedules.  Records Schedulers in component agencies have this 

option available, but should not use it.  

 

Major Subdivision and Minor Subdivision are used to identify the program office that creates and/or 
maintains the records. 
 The Major Subdivision field is required if “Major Subdivision” has been selected in the “Records 

Schedule applies to” field.   

 These fields should not be used to enter the name of a component agency that has its own Record 

Group (such agency names should be used in the Agency or Establishment field).   

 As a Records Scheduler you should only enter your own program office name if you are specifically 

writing a schedule to cover records created or maintained by your office. 

 

Schedule Subject* is a required field for entering a short title for the records schedule.   
 For example: “Office of the Inspector General Records” or “Bio-Medical Research Records.”  

 

Internal agency concurrences will be provided* is a required field that allows an agency to indicate 
whether or not internal agency concurrences will be provided to NARA for the schedule.   
 Internal agency concurrences may be uploaded to the schedule as an attached document or may be 

sent in hardcopy. 

 

Record Group(s) to which this schedule applies is a NARA-only field to identify the Record Groups that 
may use the approved authority.  The field should pre-populate with the Record Group selected in the Record 
Group/Scheduling Group field, however NARA may edit this information as needed. This field is intended to 
help Federal Record Centers and accessioning units verify that the authority is applicable to the records being 
transferred when the transfer is being submitted under a different Record Group than that of the Records 
Schedule. 
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Background Information is an optional field that allows you  to enter information relevant to the overall 
schedule, such as a description of the organizational subdivision to which the records schedules pertains or 
the larger program the records document.   

 

Item Count: These fields identify the number of items on the schedule, the number of permanent and 
temporary items, and the number of items that have been withdrawn.  These numbers are system generated 
and change as items are created or withdrawn from the schedule.  “Withdrawn” items are those removed from 
a schedule after its certification and submission to NARA.  They should not be confused with items deleted 
from a schedule during initial drafting by the agency.  Items deleted before a schedule is submitted are not 
included in the item count. 

 

Disposition Items requiring GAO review: GAO approval is no longer indicated at the schedule level. 
Instead, the need for GAO approval is indicated at the item level.  Individual items requiring GAO approval will 
automatically appear under this field on the General Information tab once the items are created. 

 

General Revision Notes is a NARA-only field for NARA staff to enter comments related to modifications to 
the general information on the Records Schedule after approval (formerly known as pen-and-ink changes).  
This field should be used to note what change was made, the appraiser‟s initials, and the date. This field 
should not be used by agencies. 

 

7d.2  Item Information tab 

This tab contains a list of the Records Schedule items and allows for adding, editing, moving and reordering of 
those items. 

 

The Hierarchy Tree: Once you save the General Information tab a new tab will appear for Item Information.  
The first thing you see on this tab is a pane that looks similar to a file directory tree. This directory contains a 
single folder labeled with the Records Schedule Number.  This directory is the “hierarchy tree,” or a view of all 
the items and overviews on the schedule.  As new items or overviews are created they will appear in the 
hierarchy.  There are buttons beside the hierarchy tree for adding overviews and items and to move, reorder, 
or delete them from the hierarchy. 

 

Overviews: “Overview” is just a new word for an old concept.  Overviews have always been an option when 
creating records schedules, just not with that name. They are simply descriptive information used to group 
items under common descriptive headings.  There are no sub-items in ERA, just items.  An item is the level of 
description that contains the actual disposition instruction. Descriptive information that relates to multiple items 
is captured in an Overview.  For example, a schedule with sub-items looks like the following: 
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1. Inspector General Audit Files.  Records accumulated by the Office of the Inspector General (OIG) relating 
to audits.   

 

a. Final reports.  Final report as issued by the OIG.   

 

b. Substantive background papers.  Drafts submitted to audited offices for review, comments by 
audited offices, approvals and concurrences and related records. 

 

In ERA, the hierarchy tree for this example is: 

 
 Inspector General Audit Files  

 Final Reports  

 Substantive background papers 

 

Overviews are identified in the hierarchy tree by the folder icon.  Items are identified with a document icon.  
The descriptive information in the first example would be contained in separate fields related to the overview 
and items.   

There are two fields associated with overviews: 

 
 Overview Title: A short descriptive title associated with the overview, such as “Inspector General Audit 

Files”.  This is required field when creating an overview. 

 
 Overview Description: A longer descriptive field associated with the overview title.  It is an optional field. 

It is possible to have overviews nested within other overviews.  The only requirement is that each overview set 
must terminate in at least one item. In other words, there cannot be an “empty” overview containing zero 
items.  Items do not have to have an overview.  The example below shows how overviews could be used.  
Disposition items are identified with numerals.  Note that ERA does not use a hierarchical numbering scheme 
(e.g. 1a, 1b, etc.). Overviews are identified by the folder icon and items by the document icon. 

 
 Office of the Inspector General  

 General Correspondence  

 Inspector General Audit Files  

 Final Reports  

 Substantive Background Papers  

 Case File Tracking System  

 Master Data Files  

 Monthly Reports  
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Item Information: Records Schedule Item information appears on the Item Information Tab when an item is 
selected.  To edit this information, you must select the “Edit” button beside the item window. 

 

The Status field identifies the status of an individual item.  This field pre-populates in all states except for 
“Withdrawn” and “Inactive,” which must be changed manually. Item statuses include: 
 “Pending” while the schedule is in Draft and Proposed states  

 “Active” once the schedule is approved  

 “Withdrawn” if the item is withdrawn prior to approval 

 “Inactive” if the item is no longer in use or has been superseded by another authority.   

 

The Disposition Authority Number field contains a system-generated number including the ERA Schedule 
Number followed by the item number, a four-digit sequential number (e.g., 0001, 0002).  ERA does not use a 
hierarchical numbering scheme for items. 

 

Item Title* is a required field for the name of the records series being scheduled.  

 

Item Description* is a required field for the description of the records being scheduled. 

 

The Is this item media neutral? field allows you to indicate if the item is media neutral or not.   
 Since December 17, 2007, all schedule items are considered media neutral unless specifically stated 

otherwise, so this field defaults to “Yes.”  

 If the records being scheduled are media-specific, select “No.” 

 

If “No” is selected for Is this item media neutral? (indicating the item is NOT media neutral) then the 
Explanation of limitation field appears for the user to indicate the limitation of the applicability of the 
disposition instruction. This field is required if the schedule is not media neutral. 
 This explanation can be expressed in either the positive or the negative (what it does apply to or what it 

does not apply to). For example: 

 If the disposition instruction only applies to paper records, enter “Applies only to paper records.”   

 If the disposition instruction excludes databases, enter “Does not apply to electronic databases.”  

 

Do any of the records covered by this item currently exist in electronic format(s) other than e-mail and 
word processing?* is a required  field that allows you to indicate whether the records currently exist in an 
electronic format other than e-mail or word processing files.  This information is used during appraisal.   

 
 Select “Yes” or “No.”  
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If “Yes” is selected for Do any of the records covered by this item currently exist in electronic format(s) 
other than e-mail and word processing? then the field Do any of the records covered by this item exist 
as structured electronic data? appears.  This field indicates if the records exist as electronic structured 
data, or in other words, as a database or fielded data. 

 
 Select “Yes” or “No.”  

 

The Manual Citation is a set of repeatable fields that includes: 
 Manual Citation: an optional field for agencies to enter the manual citation they have assigned to the 

disposition item. 

 Manual Title: an optional field for entering the title of the agency‟s records disposition manual.   

 Format: a NARA-only field for Federal Records Center staff to indicate the format of the records 

disposition manual (i.e. paper or electronic) that the FRC program uses for reference. 

 Location: a NARA-only field for Federal Records Center staff to note the location (e.g. url of web 

version) of the records disposition manual that is used for FRC reference. 

 Verification Date and Verifier’s Initials: NARA-only fields used by Federal Records Center staff to 

indicate that the manual information has been verified. 

  

This item supersedes Disposition Authority Number is a repeatable field used to indicate if the item 
supersedes a previously approved authority and to enter the superseded authority number(s).  
 Only one authority may be entered per data entry field.  

 If the item supersedes multiple authorities then use the “add” function to add additional fields for data 

entry. 

NOTE: When a new item supersedes a previously approved item it is the responsibility of the Records 
Appraiser to see if the previously approved authority exists in ERA and if so to mark the superseded authority 
as inactive if appropriate. 

 

Inactive Status Explanation is a NARA-only field for NARA staff to indicate why an item has been marked as 
Status: Inactive.  This field only appears if an item has been marked as Inactive. There are three options 
available: “This item is inactive because it was superseded by” in which case the user must enter the new 
item (a search option is available to look up authorities in the system); “This item is inactive because it was 
rescinded”; and “Other”. 

 

Withdrawn Status Explanation is a NARA-only field for NARA staff to indicate why an item has been marked 
as Status: Withdrawn.  This field only appears if an item has been marked as Withdrawn. This correlates to 
procedures for the paper SF115 to annotate next to withdrawn or stricken items why the item has been 
withdrawn or stricken. 
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The Final Disposition field indicates the disposition of the records.   
 Select Permanent or Temporary as appropriate. (The system defaults to Temporary.)   

 If you select Permanent, the screen will reset to a different set of fields that concern scheduling 

permanent records. 

 

 Cutoff Instruction is an optional free-text field for entering a cutoff instruction for the records, for example: 
“Cut off at the end of the calendar year in which the case closes.” If your agency does not use cutoff 
instructions in its disposition instruction, do not use this field.   

 

Transfer to Inactive Storage is an optional, free-text field for entering any instructions related to transferring 
records to inactive storage prior to disposal or accessioning to the National Archives.  This is the field for 
entering any instructions related to transferring records to Federal Records Centers or other off-site agency 
storage facilities. 

 

The Retention Period is the length of time before temporary records are to be destroyed.  
 Select one of the options as appropriate.  

 Please try to use the options provided rather than the “Other” field. 

 

Whether or not GAO approval of a retention period is required for a temporary item is indicated in ERA at the 
item level rather than at the schedule level (as is done on the paper SF115).  
 Select whether GAO approval is required or not required for the item. 

 

Multiple Accessioning Instructions: ERA allows multiple accessioning instructions to be created for a single 
permanent item to accommodate flexible scheduling and different instructions based on the format of the 
record.  For example, you can create an instruction such as “Accession electronic records to the National 
Archives 3 years after cutoff.  Accession paper records to the National Archives 20 years after cutoff.”   

 

To create multiple accessioning instructions:  
 Within the Records Schedule item, scroll down to the Disposition Section. 

 Select the Add Button to add an additional Disposition Section. 

 Enter and select the required fields to complete the Disposition Instruction and Additional Information. 
 Repeat steps 4 and 5 for every addition Disposition Instruction. 

 Select the OK Button. 

 Select the Save Button to save the Records Schedule. 

 Select the OK Button in the resulting popup window 
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 Use If this item has multiple sections, indicate here the records to which this section applies to 

define the records to which the particular Disposition Instruction section applies. Standard format options 

are available as a free-text option (other).  

 Please note: This field should only be used if you need to write multiple transfer instructions.  If 
there is only a single instruction for the item, DO NOT use this field. 

 

If your agency plans on transferring physical custody of permanent records prior to transferring legal custody 
to NARA (a transfer that is known as pre-accessioning) use the Transfer Electronic Records to National 
Archives for Pre-accessioning option under the disposition instruction section for permanent records. 

 

The Transfer to NARA for Accessioning section defines when permanent records are eligible for transfer to 
NARA. 
 Select an option as appropriate.   

 Please try to use the options provided rather than the “Other” field if at all possible.   

 Any additional instructions about cutoff or maintenance of the records should either go in the Cutoff 

Instruction or in the Item Description fields as appropriate. 

 

Sometimes permanent records remain in the physical custody of another institution (an “affiliated archives”) 
after NARA accepts legal custody.  If the records will reside in an affiliated archives use the field If records 
are not transferred to NARA physical custody when legal custody is transferred, specify institution 
that will maintain physical records to indicate the specific institution that will maintain physical custody of 
the records.  Transfer to affiliated archives is rare. 

 

First Year of Records Accumulation* is a required field for permanent records where the user indicates 
when the agency began to accumulate the records described by the item. 

 

End Year of Records Accumulation* is a required field to indicate if the records are still being created or 
not.  
 In most cases the records described in a new schedule are still being created, so you can leave this field 

on the default setting, “Records are still being accumulated”.   

 If the records are no longer being created select “Records ceased accumulation in:” and enter the year 

the records ceased accumulation.  
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NARA has added two new fields to the Records Schedule to capture information about permanent records 
that will eventually be used to predict when accessions are due and the date span of records expected in 
those accessions: 

 
 What will be the date span of the initial transfer of records to the National Archives?* is a required 

field used to indicate what will be the date span of the initial accession.  

o The initial date span will usually correspond to the First Year of Records Accumulation to the year 

the records will first be cut off.   

o In some cases the initial date span may be unknown.  In these cases the “Unknown” option should be 

selected and an explanation provided in the associated text field.   

 
 How frequently will your agency transfer these records to the National Archives?* is a required field 

used to indicate how often records will be transferred.   

o If records are cut off annually and not transferred in blocks the interval will be every 1 year. 

o If records are transferred in blocks the interval will correspond to the block.   

o If the records are transferred at the end of a Presidential administration the interval would be every 4 

years.   

o In some cases the interval will be unknown.  In these cases the “Unknown” option should be selected 

and an explanation provided in the associated text field.   

 

The section Estimated Current Volume and Annual Accumulation allows you to identify record formats 
and current volume and annual accumulation of the records covered by a permanent item. This information is 
optional.  

 

Revision Notes is a NARA-only field is for NARA staff to enter comments related to modifications to the item 
on the Records Schedule after approval (formerly known as pen-and-ink changes).  This field should be used 
to note changes made, the appraiser‟s initials, and the date. 
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7d.3  Executive Summary tab 

This tab is for NARA use only. It replaces form NA13133, which is used during the appraisal process.  It 
contains the same fields currently available on NA13133. 
 

The Summary field corresponds to the summary section on the NA13133 and should be used to enter a brief 
summary of the schedule per NARA Appraisal procedures. 
 

The Approving Official field is used to indicate the appropriate approving official for the schedule.  In most 
cases this will be the Archivist of the United States, but some schedules only require approval from the Chief 
Records Officer (CRO). 
 

Permanent Item Numbers contains a system-generated list of the permanent items on the records schedule. 
 

Federal Register Notice  
 (Required/Not Required): These radio buttons are used to indicate whether a Federal Register Notice 

publication is required for the schedule. 

 Publication Date: If a Federal Register Notice is required, this field is for entering the publication date. 

 Copies Requested: This field is for indicating the number of Federal Register requests for the records 

schedule. 

 Comments Received: This field is for indicating the number of comments received on requests for 

copies from the Federal Register notice. 

 

7d.4 Contact Information tab 

This tab contains information relating to contacts within the agency including the person who created the 
schedule and anyone the agency wants to identify as a contact person for records appraisal purposes.  
 

Records Scheduler: This information auto-populates based on the user‟s profile.  The information includes 
first and last name, title, phone number and e-mail address. 
 

Contact Persons*: These required fields are available to enter contact information for persons who can 
provide additional information during the appraisal process.  
 At least one contact must be provided, however, this person can be the Records Scheduler or Certifying 

Official (in which case the information still needs to be provided even if it exists elsewhere in the 

schedule).  

 Required data fields include “Last Name,” “Phone,” and “E-mail” for at least one contact person.  The 

“First name” and “Title” fields are optional.   

 Multiple contact persons can be added via the “Add” button.   

 To delete a contact person, check the box before the person‟s name and click on the “Delete” button. 
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7d.5  Related Assets tab 

This tab will show any records transferred to NARA in ERA under this Records Schedule.  This tab will not 
contain any information until transfers are made against a schedule once it is approved. 

 

7d.6  Attachments tab 

This tab is used when agency or NARA staff attaches additional electronic documents to the Records 
Schedule.  Such documents may include scans or PDFs of internal agency concurrences, additional 
information from the agency related to the records being scheduled, or appraisal documents. 
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7e. Creating a Records Schedule: STEP-BY STEP INSTRUCTIONS 
The following information is also available in the ERA system itself.  
 

 Note: Selecting the SAVE Button initiates verification and validation processes that are performed by the 
ERA System.  If errors are found, the user will be notified.  The errors must be corrected before 
proceeding.  Verification and validation activities do not proceed if Cancel is selected. 

 

7e.1  Creating a Records Schedule 

 

Creating a New Blank Records Schedule:  

 

Upon logging in as a Records Scheduler, the Records Scheduler workbench appears.  

 
1. In the main window at the top of the screen, select Create -- Records Schedule. 

2. Enter and select all required and any optional information to complete the Records Schedule General 

Information screen. 

3. Select the Save Button.  

4. Select the OK Button in the resulting popup window.   

 

The Item Information, Executive Summary, Contact Information, Related Assets, and Attachment tabs will be 
created enabling the user to further develop the schedule. 

 

Creating a Records Schedule from an Existing Schedule: 

 

In order for the Records Scheduler to create a new Records Schedule using an existing Records Schedule as 
a template, a search must be performed for the existing Records Schedule.   

 
1. In the main window at the top of the screen, select Search -- Business Object. 

2. Enter search criteria and/or select the Search Button.  

3. Select the Records Schedule ID link in the Search Results List. 

4. Select the Create from Existing option. 

5. Modify the existing information as necessary to complete the Records Schedule General Information 

screen. 

6. Select the Save Button.  

7. Select the OK Button in the resulting popup window. 

8. Select the Item Information tab. 
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9. Select the + symbol to expand the Records Schedule. 

10. Select the Overview or the Records Schedule Item to view the details. 

11. Modify the Overview or the Records Schedule Item information, accordingly. 

12. Select the OK Button. 

13. Select the Save Button to save the Records Schedule. 

14. Select the OK Button in the resulting popup window. 

 

7e.2  Creating Disposition Overviews and Items 

 

Create a Disposition Overview: 

  
1. Select the Item Information tab.   

2.  Select the location in the hierarchy tree below where you want the Overview to appear.     

3. Select the Add Overview Button. 

4. Enter all required and any optional information to complete the Add Records Schedule Overview 

screen. 

5. Select the OK Button. 

6. Select the Save Button to save the Records Schedule. 

7. Select the OK Button in the resulting popup window. 

 

Create a Records Schedule Item: 

 

The user needs to determine the location in the hierarchy tree where the item shall appear.  If the item goes 
under an overview, select the overview. 

 
1. Select the Item Information tab.    

2.  Select the Add Item Button.  

3. Enter and select all required and any optional information to complete the Add Records Schedule Item 

screen.  

4. Select the OK Button. 

5. Select the Save Button to save the Records Schedule  

6. Select the OK Button in the resulting popup window 
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7e.3 Add Records Schedule Item(s) and Overview(s) to an Existing Overview 

 

Add a Records Schedule Item: 

 
1. Select the Item Information tab. 

2. Select an existing Overview. 

3. Select the Add Item Button. 

4. Enter and select all required and any optional information to complete the Add Records Schedule Item 

screen.  

5. Select the OK Button. 

6. Select the Save Button to save the changes to the Records Schedule. 

7. Select the OK Button in the resulting popup window. 

 

Add a Records Schedule Overview: 

 
1. Select the Item Information tab. 

2. Select an existing Overview. 

3. Select the Add Overview Button. 

4. Enter all required and any optional information to complete the Add Records Schedule Overview 

screen.  

5. Select the OK Button. 

6. Select the Save Button to save the changes to the Records Schedule. 

7. Select the OK Button in the resulting popup window 

 

Adding Multiple Transfer/Accessioning Instructions to a Records Schedule Item: 

  
1. Within the Records Schedule item, scroll down to the Disposition Section. 

2. Select the Add Button to add an additional Disposition Section. 

3. Enter and select the required fields to complete the Disposition Instruction and Additional Information. 

4. Repeat steps 4 and 5 for every addition Disposition Instruction. 

5. Select the OK Button. 

6. Select the Save Button to save the Records Schedule. 

7. Select the OK Button in the resulting popup window 
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7e.4  Moving a Records Schedule Overview or Item 

 

Users have the ability to change the hierarchy of the Records Schedule Items and Disposition Overviews.  

 Note: If the user selects the Cancel Button the Item Information screen will refresh and hierarchy 
will remain unchanged. 

 

Move an Overview 

 
1. Select the Overview to be moved. 

2. Select the Move Button. 

3. Select the Folder (which represents either an Overview or the Records Schedule) for the new location 

of the  Overview. 

4. Select the OK Button. 

 

Move a Records Schedule Item 

 
1. Select the Item Information tab. 

2. Select the Records Schedule Item to be moved. 

3. Select the Move Button. 

4. Select the Folder (which represents either an Overview or the Records Schedule) for the new location 

of the Records Schedule Item. 

5. Select the OK Button. 

 

Reordering Disposition Overviews and Items 

Note: If the user selects the Cancel Button, the Item Information screen will refresh and order will remain 
unchanged. 
 

Reorder a Records Schedule Overview  

 
1. Select the Item Information tab 

2. Select the Overview that will be re-ordered. 

3. Select the Re-order Button. 

4. Select either the up or down arrow, to the right of the Disposition Items List, until the Overview is in the 

desired position. 

5. Select the OK Button. 

 

 Note: All Records Schedule Items linked to the Disposition Overview will move with the 
Disposition Overview. 
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Reorder Records Schedule Items  

 
1. Select the Item Information tab. 

2. Select the Records Schedule Item that will be re-ordered. 

3. Select the Re-order Button. 

4. Select either the up or down arrow, to the right of the Disposition Items List, until the Records 

Schedule Item is in the desired position. 

5. Select the OK Button. 

 

7e.5  Submit a Records Schedule for Certification 

 

Submit a Records Schedule 
 

The user must be a Records Scheduler (NARA or Agency) to perform the following steps:   

 
1. Select the Submit for Certification option from the Next Action dropdown.  

2. Select the Go Button. 

3. Select the OK Button in the resulting popup window. 

  

 Note: Selecting the Submit for Certification option and the Go Button (you must do both) initiates 
verification and validation processes that are performed by the ERA System.  

 
 The system verifies and validates that all required fields requiring data have been specified and that the 

data values entered are legitimate (for example, Date fields are present and are entered correctly in the 

MM/DD/YYYY format).   

 If errors are found, the user is notified.  The errors must be corrected before proceeding.   

 The status of the Records Schedule transitions to “Submitted for Certification”.  

  If the Records Schedule was previously submitted and returned for revision, either the Records 

Scheduler (Agency) or Certifying Official would perform the Submit for Certification option on the 

“Returned for Revision Working Version”. In this case, the status of the Records Schedule transitions to 

“Submitted Revision for Certification”.  

 A task is sent to the Certifying Official belonging to the record group found on the Records Schedule. 
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Certify a Records Schedule 

 

The user must be a Certifying Official to perform the following steps: 

 
1. Upon logging in to the workbench, select the link to the Records Schedule from the Business Objects 

Task List. 

2. Select Certify from the Select Next Action dropdown. 

3. Select the Go Button. 

4. Select the OK Button in the resulting popup window. 

 

 Note:  Selecting the Certify option and the Go Button (you must do both) initiates the verification and 
validation processes that are performed by the ERA System.  

 
 The system verifies and validates that all fields requiring data have been specified and that the data 

values entered are legitimate (for example, Date fields are present and are entered correctly in the 

MM/DD/YYYY format). 

  If errors are found, the user will be notified.  The errors must be corrected before proceeding.   

 The status of the Records Schedule transitions to “Proposed/Appraiser Working Version”.  

 A task is sent to the Records Appraiser belonging to the record group found on the Records Schedule. 
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7e.6  Deleting Records Schedules or Parts of Records Schedules 
 

Delete a Records Schedule 
 

The user must be a Records Scheduler to perform the following steps: 

 
1. Select Search –Business Object. 

2. Select the Advanced Search tab. 

3. Select the Records Schedule option in the Search For dropdown. 

4. Select and enter known distinct information pertaining to the Records Schedule and select the Search 

Button. 

5. Select the Records Schedule ID link in the Search Results List. 

6. Select the View Button on the floating menu. 

7. Select the Delete Button on the top right of the form. 

8. Confirm desire to Delete the Records Schedule by selecting Yes in the resulting popup window. 

9. Select the OK Button in the resulting popup window. 

 

 Note: Only Record Schedules in a “Draft” state can be deleted.  

 

Users can choose to execute a simple search, which will return all Records Schedules found in the system 
that are accessible by an authorized user. Users can also select the Records Schedule from the Business 
Objects Task List. 

 

Delete a Records Schedule Overview 

 

To delete a Records Schedule Overview, a user performs the following steps. 

 
1. Select the Item Information tab. 

2. Expand the Records Schedule folder by selecting the “+” symbol. 

3. Select the Overview that will be deleted. 

4. Select the Delete Button which appears under the Re-order Button.  

5. Confirm desire to delete the Overview by selecting Yes in the resulting popup window. 

6. Select the OK Button in the resulting popup window. 

 

 Note:  Deleting the Overview will also delete all Records Schedule Items associated with the Overview.  
If you wish to retain Records Schedule items from a deleted Overview, you must move them  to the root 
Records Schedule prior to deleting the Overview. 
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Delete a Records Schedule Item 

 

To delete a Records Schedule Item, the user will perform the following steps: 

 
1. Select the Item Information tab. 

2. Expand the Records Schedule folder by selecting the “+” symbol. 

3. If appropriate, expand the Disposition Overview that contains the Records Schedule Item that will be 

deleted. 

4. Select the Records Schedule Item that will be deleted. 

5. Select the Delete Button which appears under the Re-order Button. 

6. Confirm desire to delete the Overview by selecting Yes in the resulting popup window. 

7. Select the OK Button in the resulting popup window. 

 

 Note:  The deleted Records Schedule Item is removed from the Item Information screen.  
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8. Transferring Records to ERA 

 

8a. Transfer Request Tabs, Sections, and Fields 

The Transfer Request consists of several tabs: General Information, Transfer Details, Contact 
Information, Signatory Information, Related Assets, and Attachments. Within these tabs information is 
organized by sections. The sections contain fields for which data is either automatically populated by the 
system or manually populated by the Agency or NARA Transferring Official creating the TR. 

NOTE: An asterisk (*) represents required information. 

8a.1 General Information Tab 

The General Information tab provides information relating to the Records Schedule Item or Legacy Records 
Schedule Item attached to the TR. 

8a.1a.  General Information Section 

The General Information section of the General Information tab consists of fields that will pre-populate when 
the Records Schedule Item (RSI) is attached to the Transfer Request.  

Major Subdivision and Minor Subdivision will only populate if the information is included in the Records 
Schedule (RS) or Legacy Records Schedule (LS) that is attached to the TR. Major Subdivision and Minor 
Subdivision may be added or changed by the Agency or NARA Transferring Official creating the TR. 

Record Group* (RG) is a required field and is the NARA assigned provenance based control number for 
records of a major government entity, usually a bureau or an independent agency. For example, RG 60 
consists for Records of the Department of Justice. Access to Record Groups is based on your agency. If 
your agency is responsible for transferring records for multiple Record Groups then a dropdown box will 
display with the appropriate selection of Record Groups for your agency. 

 

At a glance: 

 The Transfer Request (TR) replaces the SF 258 as the means for documenting and 
conducting the physical and legal transfer of permanent records from agency 
custody to NARA custody. Much of the information captured on the SF 258 is now 
captured on the TR. The TR also captures additional information that was not 
formerly requested on the SF 258, in order to maximize intellectual and physical 
control over the records.  
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8a.1b.  Manual Citation Section 

The Manual Citation section consists of key information that uniquely identifies a specific transfer. Several 
fields are not necessarily related to the agency Manual Citation.  

A Manual Citation is an agency‟s internal designation or number based on a specific disposition authority 
number. It will only populate if the information is included on the Records Schedule Item or Legacy Records 
Schedule Item that is attached to the TR. The data cannot be input manually.  

Transfer Group Description* is a required field and the description or title of the records being transferred. 

LTI is the Legal Transfer Instrument. This field populates once the Transfer Request reaches Physical 
Custody Accepted (PCA) status and the system creates and attaches the LTI to the Transfer Request. 

Legacy Disposition Authority Number is the originally approved disposition authority citation associated 
with a specific series. This is a system populated field that combines the Legacy Records Schedule Number 
(the original NARA job number on the SF 115) and the Legacy Item Number (the original item number 
associated with the disposition instruction). 

Type of Legal Transfer* is a required field that identifies the transfer as either an Annual (Federal Records 
Center), a Direct Offer (Agency), or a Pre-Accession transfer (electronic records only). 

Security Scan applies to electronic records transfers only. NARA will check the Security Scan field if the 
Transfer Staff believes a scan of the contents of the records being ingested is appropriate. The scan is limited 
to a formatted set of security classification markings on electronic documents. Security scan can only scan 
certain formats such as ASCII text, Microsoft Word, etc. Currently it does not scan JPEGs, some PDFs, 
TIFFs, etc. This field automatically populates as No. 

8a.1c.  Transaction Type Section 

The Transaction Type section provides information about the Transaction Number Type and its associated 
Transaction Number. Additional Transaction Types may be added by using the Add button. 

The Transaction Number Type field allows you to select whether the transaction number is a Legacy 
Accession Number, a Records Center Transfer Number, a State Department Lot File Number, or a Former 
LTI Number. 

The Transaction Number becomes a required field (*) if a Transaction Number Type is selected. For 
instance, if Records Center Transfer Number is selected, enter the Federal Records Center transfer number, 
e.g. W011-90-0044 or State Department Lot File Number, e.g. 51D47. 

8a.1d.  Disposition Authority Section 

The Disposition Authority section provides information about the disposition of the records. 

The Records Schedule Item Title field displays the title of the Records Schedule Item. This field populates 
once the Records Schedule Item is attached to the Transfer Request. 
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Inclusive Dates From* is a required field and is the calendar date when the first record described on the 
Transfer Request was created. The format is MM/DD/YYYY. 

Inclusive Dates To*is a required field and is the calendar date when the last record described on the Transfer 
Request was created. The format is MM/DD/YYYY. 

8a.1e.   Access Restriction Section 

The Access Restriction* is a required sections and provides information about the access restrictions 
associated with the records that will be transferred under the Transfer Request. 

Access Restriction Status field allows you to select whether the records being transferred are restricted or 
unrestricted. 

Restricted—Fully: All records in this transfer are restricted. 

Restricted—Partly: Some records in this transfer are restricted. 

Restricted—Possibly: Some records in this transfer may be restricted. 

Unrestricted: Records in this transfer are not restricted. 

 Note: If you select any Restricted status you will be required to provide additional information in the 
Specific Access Restriction field. 

The Specific Access Restriction field allows you to select a specific access restriction. To make the 
selection: 

 Click the ellipsis button (to the right of the Specific Access Restriction field) to open a selection box 
 

 Choose from a list of available options. More than one restriction may be selected.  

 Click on the arrow buttons to move the restriction(s) in the Available field to the Selected field, or vice 
versa. 

 

The Security Classification field becomes active when a Specific Access Restriction is selected that is 
related to a Security Classification. Security Classification refers to Confidential, Secret, and Top Secret 
classifications. 

The Special Markings field becomes active when you enter FOIA (b)(1) National Security as a Specific 
Access Restriction. To select a Special Marking: 

 Click the ellipsis button (to the right of the Special Marking field) to open a selection box  

 Choose from a list of available options. Special Markings indicates a restriction or special handling 
requirements, such as RD/FRD, for National Security materials in addition to other access restrictions or 
security classifications. 
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The Statutory Citation field becomes active when you enter FOIA (b)(3) Statue in the Special Access 
Restriction field. To select a statutory citation click the ellipsis button (to the right of the Statutory Citation field) 
to open a selection box and choose from a list of available options. 

The Access Restriction Note field allows you to enter notes about the access restriction. 

The Privacy Act Notice field allows you to select whether or not there is a privacy act notice associated with 
the records being transferred. If you select Yes, you are required to complete the Federal Register Volume, 
Agency System Number, and Federal Register Page Number fields. 

The Federal Register Volume is the volume number of the Federal Register where the Privacy Act Notice 
pertaining to the records is published. The Federal Register Volume field becomes active when Yes is 
selected for the Privacy Act Notice field and allows you to enter the Federal Register Volume into the field.  

The Agency System Number is the number associated within the data management system in which the 
records subject to the Privacy Act are maintained.  

The Agency System Number field becomes active when Yes is selected for the Privacy Act Notice field and 
allows you to enter the Agency System Number into the field. 

The Federal Register Page Number is the page number in the Federal Register where the Privacy Act 
Notice pertaining to the records is published. The Federal Register Page Number field becomes active when 
Yes is selected for the Privacy Act Notice field and allows you to enter the Federal Register page number into 
the field. 

8a.1f.   General Information: Use Restriction Section 

Use Restriction* refers to copyright, donor, trademark, or other restrictions on how the records may be used 
by researchers. Textual accessioning does NOT require information under this section. Choose Unrestricted. 

 Restricted – Fully: All records in a transfer have a copyright, donor, trademark, or other use restriction. 
 

 Restricted – Partly: Some of the records in a transfer have a copyright, donor, trademark, or other use 
restriction. 

 
 Restricted – Possibly: Some of the records in a transfer may have a copyright, donor, trademark, or 

other use restriction. 
 

 Undetermined: Select when it is unknown if the records in a transfer have a use restriction. 
This is the default for transfers in the FRC Annual Move.  

 

 Unrestricted: Select if there are no copyright, donor, trademark, or other use restrictions on the records 
in a transfer.  
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The Specific Use Restriction field allows you to select from a list of use restrictions such as copyright, donor 
restrictions, Public Law 101-246 and other. 

 If Restricted - Fully or Restricted - Partly is selected, then Specific Use Restriction must also be 
indicated. 

 
 If Restricted - Possibly is selected, explain further in Use Restriction Note. 

 If Undetermined is selected, explain it further in Use Restriction Note. 

 If Other is selected, then explain the specific use restriction further in Use Restriction Note. 

Do not use this section to describe access restrictions applicable to the records; instead use the Access 
Restriction Section.  

The Use Restriction Note field allows you to enter notes related to the Use Restriction Section. 

For the FRC Annual Move the default message will be "Undetermined is the default value for TRs generated 
by NARA for agency review and approval for the annual move. Please select a more appropriate use 
restriction where appropriate." 

8a.1g.   Records Type Section 

The Records Type* is a required section and is where the type of records being transferred is identified. 

The General Records Type field allows you to select the type of records being transferred such as 
photographs, textual records, maps and charts, or sound recordings. To select a General Records Type: 

 Click the ellipsis button (to the right of the General Records Type field) to open a selection box  

 Choose from a list of available options. More than one General Records Type may be chosen.  

 Click on the arrow buttons to move the general records type(s) in the Available field to the Selected field, 
or vice versa. 
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8b. Transfer Details Tab 

The Transfer Details tab allows you to describe how the records will be transferred to NARA, the amount of 
records, the type of media, and the number and type of containers in which the records are packaged. The 
Transfer Detail tab consists of the Transfer Details section and the Transfer Methods section. 

8b.1  Transfer Details Section  

The Transfer Details section allows you to enter information about the disposition date and location of the 
records being transferred. 

The Transfer Group Description field automatically populates when the General Information tab is saved. 

The Cutoff is the date that the records were closed or became inactive. 

The Transfer Group Disposition Date* is a required field and is the date on which the records became 
eligible for legal transfer to NARA as specified by the Records Schedule Item. 

The Current Physical Location of Records* is a required area that contains information about the location 
of the records. 

The Agency Location* field allows you to select whether the records are coming directly from an Agency 
location, a commercial records center, or a FRC. 

 Select Yes to display the Agency Name and Address field. 

 Select No to display the Location and Current Custodial Unit fields. 

If records are located at a FRC always select No. 

The Destination Physical Location of Records* area contains information about the destination of the 
records.  

 Select a NARA facility such as Archives II, College Park, MD from the Location field.  

 In the Destination Custodial Unit field select the specific NARA custodial unit to which the records will 
go, such as NWCT2P, Archives II Processing Section. This field can be edited by NARA staff after the 
Transfer Request has been submitted. 
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8b.2  Transfer Method Section 

The Transfer Method section allows you to indicate the means by which the records will be transferred to 
NARA. This section contains two areas: Electronic Means and Physical Means. 

Electronic Means: 

The Electronic Records Transferred by Electronic Means check box allows you to indicate if the electronic 
records are going to be transmitted to NARA via an electronic method. If you select this check box the 
Electronic Push, Electronic Records Volume in MB, and Description fields will display. 

 Electronic Push field is selected as a transfer method when an agency intends to submit electronic 
records to NARA through the https ingest process or through secure FTP. 

 

 Electronic Records Volume is a blank box that must be filled in with the size of the electronic records 
package that the agency intends to ship to NARA through ERA.  

 

 Description is an optional field where the ERA user can add comments about the transfer, such as the 
number of packages. 

 

The Electronic Records on Physical Media check box allows you to indicate that the records being 
transmitted to NARA are on physical media. Select the check box to display the Physical Media Types and 
the List of Containers areas. 

Physical Means: 

The Physical Transfer of Non-Electronic Records field allows you to indicate that the records are being 
sent to NARA are non-electronic in nature and will be transmitted via physical means. Select the Physical 
Transfer of Non-Electronic Records check box to display the List of Containers and Special Media Type 
areas. Textual Accessioning uses the Physical Transfer of Non-Electronic Records exclusively. 
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8b.3  Contact Information  

The Contact Information tab contains information relating to Agency or NARA staff involved in the transfer of 
the records. Contact information includes First Name, Last Name, Title, Phone, Email, and Agency. 

The Transferring Agency Official creates Transfer Requests and submits them to the Agency Approving 
Official for approval. The Transferring Agency Official’s contact information automatically populates from 
the user profile during the creation of the TR or data derived from ARCIS. 

The Agency Approving Official has the authority to approve Transfer Requests on behalf of the Agency. 
Agency Approving Official contact information is automatically populated from their user profile at the time 
of approval and submission to NARA. 

NARA Contact is an Agency‟s transfer/accessioning POC if that information is available. This is an optional 
field. 

Other Contacts (Agency/NARA) would be anyone within the transferring agency and/or NARA who has 
knowledge of the records or special information pertinent to the transfer, for instance an agency POC 
responsible for the transport of the records to NARA. This is an optional field. 

8b.4  Related Assets 

The Related Assets tab will show other Business Objects related to the Transfer Request. This field is 
populated by the system. 

8b.5  Attachments 

The Attachments tab is used when Agency or NARA staff wish to attach additional electronic documents to 
the Transfer Request. Such documents may include an Excel box list, memorandum, letter, or other 
correspondence related to the records. 
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8c. Create a Transfer Request for Direct Offers 

The Transfer Request replaces the SF 258 as the means for documenting and conducting the physical and 
legal transfer of permanent records from agency custody to NARA custody. Much of the information captured 
on the SF 258 is now captured on the TR. The TR also captures additional information that was not formerly 
requested on the SF 258, in order to maximize intellectual and physical control over the records. 

The Transferring Agency Official creates the TR. 

If your Agency plans to transfer records associated with a Legacy Records Schedule, follow these 
instructions:  

In order to create a Transfer Request in ERA, the user must select the disposition authority for the records. 
Not all currently approved disposition authorities have been entered into ERA. Records Management Services 
(ACNR) will be implementing a project to systematically enter legacy disposition authorities into ERA 
beginning in FY2012. In the meantime, ACNR will enter legacy disposition authorities upon request. 

To request entry of a legacy disposition authority:  

 Send your request via email to: legacy.schedule@nara.gov. Your request must be a complete 
disposition authority citation (NARA job number and item number). We will not accept manual 
citations. 

 You will receive a confirmation e-mail letting you know your request has been received. The authority 
should be entered and available within 48 hours of receipt of the request. If you request more than 5 
authorities in one day, we cannot guarantee that the request will be fulfilled within 48 hours. If you 
need to request more than 5 authorities, please go ahead and submit your request and we will give 
you an estimate on how long it will take to enter them in the system. 

 You will receive a message from legacy.schedule@nara.gov when the disposition authority is ready 
for use. 

8c.1 Create a Transfer Request: Workbench & General Information tab 

Transfer Requests are created from the main menu on the Workbench. 

To create a new Transfer Request: 

 Select Create 

 Select Transfer Request 

An approved Records Schedule Item or Legacy Records Schedule Item must be linked to the Transfer 
Request before information can be entered in the Transfer Request fields. 

 In the General Information section of the General Information tab, click the Attach button to open 
the Attach Schedule screen. 

 

mailto:legacy.schedule@nara.gov
mailto:legacy.schedule@nara.gov
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To search for and link an approved Records Schedule Item (RSI) or Legacy Records Schedule Item 
(LSI): 
 Enter search criteria using any of the fields provided (NOTE: The more fields that you enter 

information in, the more specific your search results will be). 
 

 Click the Search button. 

 Note: If you click the Search button without entering any information in any of the fields, you will 
retrieve all of the approved Records Schedule and Legacy Records Schedule Items for all 
Agencies. This is not recommended as there are hundreds of thousands of approved Records 
Schedule and Legacy Records Schedule Items in the ERA system. Not only is this method 
inefficient, it could cause the system to crash working as it attempts to locate and retrieve such a 
large amount of information. 

 
 Select the Disposition Authority Number of the approved Records Schedule Item or Legacy 

Records Schedule Item that you want to link to the Transfer Request. 

 

Once the Records Schedule Item or Legacy Records Schedule Item is attached to the Transfer Request 
several fields will automatically populate. These fields include: 

 Disposition Authority Number 

 Agency or Establishment 

 Record Group (For an undifferentiated RSI or LSI you must select the correct Record Group from 
the dropdown menu BEFORE saving the TR) 

 
 Major Subdivision (if included on the RSI or LSI) 

 Minor Subdivision (if included on the RSI or LSI) 

 Manual Citation (if included on the RSI or LSI) 

 Records Schedule Item Title 

 Security Scan 

Required fields that must be manually populated include: 

 Type of Legal Transfer 

 Inclusive Dates 

 Access Restriction 

 Use Restriction 

 General Records Type 
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Once all required information is populated click the Save button. Once the TR is saved the following fields are 
locked and are no longer editable: Agency or Establishment and Record Group. The TR will be saved in 
Draft status and the human readable TR number will automatically generate. Additional tabs and fields will 
also appear once the TR is saved to Draft.  

For transfers conducted via Annual moves, FRCs will generate and populate TR information. Agencies will 
only have to populate the following sections: 

 Access Restriction  

 Use Restriction 

 Contact Information (Agency) 

8c.2  Create a Transfer Request: Transfer Details tab 

Once the TR is saved to Draft status, the Transfer Details tab appears and the Transfer Group Description 
is system populated. However, several other fields are required and must be manually populated, these 
include: 

 Transfer Group Disposition Date 

 Current Physical Location of Records  

 Destination Physical Location of Records 

 Transfer Method  

 

Upon Transfer Method selection additional fields will appear. If you choose: 

 Electronic Records Transferred by Electronic Means the following fields will appear: 

 Electronic Push 

 Electronic Records Volume in MB 

 Description 

 

 Electronic Records on Physical Media the following fields will appear: 

 Physical Media Type 

 List of Containers 

 Media Disposition 
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 Physical Transfer of non-Electronic Records the following fields will appear: 

 Physical Media Type 

 Note: For textual records transfer only: 

 If you are transferring 25 containers of paper records place 25 in the Quantity field and select 
Paper in the Transfer Media Type field. 

 If you are transferring 25 containers of microform place 25 in the Quantity field and select 
Microform in the Transfer Media Type field. 

 List of Containers 

8c.3  Contact Information tab 

The Transferring Agency Official’s contact information automatically populates from their user profile during 
the creation of the TR, however the Agency field must be populated by the user. 

8c.4  Related Assets tab 

The Related Assets tab will show other Business Objects related to the Transfer Request. This field is 
populated by the system. No user action is needed. 

8c.5  Attachments tab 

 Attach documents pertinent to the records such as box lists, memoranda, letters, or correspondence 
related to the transfer.  

 Note: For textual transfers box lists are required for all Direct Offers and must be attached to the TR 
at the time of submission to NARA. An Excel spreadsheet is the preferred format.  

 Please include the TR number in the Attachment title, e.g. TR-0313-2011-0007_boxlist.xls  

8c.6  Save & Submit For Approval 

 Save TR 

 Select Submit from the dropdown menu  

 Click Go 

The TR is Submitted for Approval to the Agency Approving Official.  
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8c.7  Create a Transfer Request: Signatory Tab 

Once the TR is Submitted for Approval, the Signatory tab appears. The Signatory tab contains the Terms 
of Agreement for the physical and legal transfer of the records. The TR will appear in search results as 
Submitted for Approval status. 

8c.8  Create a Transfer Request: Submit to NARA 

The Agency Approving Official will receive a task notification indicating that action needs to be taken on a 
particular TR. The Agency Approving Official will submit and accept the Terms of Agreement the TR to 
NARA by: 

 Select Submit  

 Check the Terms of Agreement check box  

 Click Continue 

 Click Go 

 Note: To Reject a TR follow the above steps but select Reject.  

 If Rejected the TR will return to Draft status. 

The Transfer Request has been submitted to NARA and will appear in search results as Proposed and 
Ready for Approval. No more action is required by the Agency at this point, unless the TR is Rejected in 
which case NARA staff will notify the Agency POC listed in the contacts tab. 
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8d. Create a Transfer Request from an Existing Transfer 
Request: Create from existing 

To expedite the time required to create a Transfer Request you can use the Create from existing feature. In 
order to use Create from existing the new TR must share the same Records Schedule Item or Legacy 
Records Schedule Item as the original TR. These fields will not be editable in the new TR. 

Several other fields will also populate when the Create from Existing feature is used. These fields are 
editable and include: 

 General Information: 

 Agency or Establishment  
o Note: Once TR is save this field is no longer editable. 

 

 Record Group 
o Note: Once TR is save this field is no longer editable. 

 

 Transfer Group Description 

 Legacy Disposition Authority Number 

 Record Schedule Item Title 

 Access Restriction and associated fields 

 Privacy Act and associated fields 

 Use Restriction and associated fields 

 General Records Type 

 

 Transfer Details: 

 Transfer Group Description  
o This field is not editable. 

 Current Physical Location of Records 

 Destination Physical Location of Records 

 

 Contact Information: 

 Transferring Agency Official contact information is populated from user profile, not from 
Original TR. 

Make necessary changes to populated data and complete the TR according to instructions in section 4 of this 
manual. 
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8e. SAMO: Single Action, Multiple Objects 

Another time saving tool in ERA is the Single Action, Multiple Objects (SAMO) function. SAMO permits the 
user to submit or reject multiple Transfer Requests to NARA for approval. 

To approve multiple TRs using SAMO: 

 Filter the search results by status: Submitted for Agency Approval 

 Select the TRs you wish to approve by either clicking on the check boxes next to each TR or by using 
the Select All feature next to the filter 

 Click Submit 

 Note: To Reject multiple TRs follow the above steps but select Reject. 

 If Rejected, the multiple TRs will return to Draft status. 
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8f. Federal Records Center Annual Move 

NARA provides Draft Transfer Requests (TRs) for records that are eligible for the next routine transfer 
(usually done annually) for records stored in Federal Records Centers (FRCs).  These TRs are systematically 
created in ERA. The data in these Transfer Requests is derived from data in the FRC operating system, 
ARCIS. 

It is each agency‟s responsibility to review each TR for accuracy and make all appropriate updates. If the 
information on the draft TR differs from the correct information, the agency must update the TR and provide 
the correct information to the FRC where the records are held. The FRCs will not receive notification of 
updates or corrections from ERA. 

Draft TRs should be reviewed by the Transferring Agency Official (TOA) and submitted to the Agency 
Approving Official. 

The Agency Approving Official reviews the TRs and submits to NARA for approval. 

8.f1  TRs in Draft Status 

8f.1a.  Search the TRs in Draft status 

There are a number of ways to locate the Transfer Requests created for your agency or record group in ERA. 
One approach, using the P2012 Annual Move is the following: 

 Staff with the Transferring Agency Official role should login to the system  

 Select Search 

 Select Business Object: Transfer Request (TR)  

 Select Advanced Search 

 In Keywords, type: 2012 Annual Move 

 In Record Group, type the Record Group Number, using four digits: for instance: 0012 

 Click Search 

ERA should return the Transfer Requests generated for that Record Group for the 2012 Annual Move. You 
may limit your search by selecting a specific status or set of statuses, e.g. Draft.  

The Search Results will display the FRC Transfer Number and the ERA Transfer Request Number, among 
other fields. To view a TR, click on the TR number and then View. 
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8f.1b.  Review the TRs in Draft status 

When reviewing all the data in the TR, please keep in mind that some fields are editable and others are not. 
While all fields require review for accuracy, pay particular attention to the following fields in your review. As 
always, it is prudent to save after each tab is reviewed.  

 General Information Tab:  

 General Information: Review the populated fields for accuracy and make necessary edits. You may 
enter data about the Major Subdivisions and Minor Subdivisions if the correct information is known.  

 Manual Citation: Review for accuracy. 

 Type of Legal Transfer:  Annual FRC Move must be selected. 

 Transaction Type: Review for accuracy. The data regarding the Records Center Transfer Number 
(known as the FRC accession number) is populated in the Transaction Number Type and 
Transaction Number fields.  

 Disposition Authority: Review for accuracy to ensure the records have met their final retention and 
are eligible for the permanent move. This field is required 

 Access Restriction: Review this section very carefully. The data in these fields is derived from 
ARCIS, but may be incomplete or require updating.  

o To edit a field, click on the ellipsis and arrow buttons to select the correct access information.  

o You may add an Access Restriction Note. If you select Other, you are required to type a 
note.  

o For the Privacy Act Notice Number field, if Yes is selected, the Agency System Number, 
Federal Register Volume and Federal Register Page Number fields are required.  

 Use Restriction: Review this section very carefully. There is no data in ARCIS regarding use 
restrictions. The default for the field will be Undetermined and there will be a default Use Restriction 
Note message.  

o If you select anything other than Unrestricted, provide a Use Restriction Note. This field is 
required.  

 Records Type: Review for accuracy and make the necessary edits. To edit a field, click on the ellipsis 
and arrow buttons to select the correct General Records Type. Only one selection will be derived from 
ARCIS data, but if additional records types are known, they should be added.  
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 Transfer Details Tab:  

o Transfer Details: Review the populated fields for accuracy and make the necessary edits. The 
Transfer Group Disposition Date should display the January 1st of the calendar year for which 
the records are eligible for transfer, e.g. 1/1/2012.  

o Current Physical Location of Records: The agency location should always be No.  

o Destination Physical Location of Records: Do not change the information in this field 
without consulting with NARA Accessioning Staff. NARA will edit this data if needed.  

o Transfer Method: The Electronic Records Transferred by Electronic Means should always 
be No. Review the populated fields for accuracy.  

o List of Containers: Review the fields for accuracy and make the necessary edits. Please note 
that any changes will change the calculation for Total Container Volume.  

o Transferring Agency Official: These fields populate from the user profile except for the Agency 
field. This data populates from ARCIS. Please verify the data is correct.  

o Agency Approving Official: These fields populate from the user profile after the Agency 
Approving Official who submits the TR to NARA.  

o NARA Contact: Leave these fields blank. These are filled by NARA staff.  

 Contact Information:  

o Other Contacts: These fields will pre-populate with information about the specific Annual Move 
and the ERA Help Desk. Please do not alter that information. You may add any additional 
contacts. 

 Signatory Information: These fields will pre-populate from user profiles. 

 Related Assets: No related assets will be listed until the TR has been approved by NARA.  

 Attachments: You may add attachments. After you upload an attachment click the Refresh button to see 
it displayed.  

Once the review is complete, and the edits and changes are made: 

 Save TR 

 Select Submit from the dropdown menu  

 Click Go 

The TR is Submitted for Approval to the Agency Approving Official. 
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8f.1c.  Propose the TRs in Draft status 

Only an Agency Approving Official may Propose a TR for Approval by NARA. Please note that an Agency 
Approving Official may also have the Transferring Agency Official role. An Agency Approving Official 
may also reject a TR which will then return to Draft status. 

To propose a TR for NARA approval, the Agency Approving Official must accept the Terms of Agreement 
for transfer to NARA and must have the legal authority to do so. 

The Agency Approving Official will receive a task notification indicating that action needs to be taken on a 
particular TR. The Agency Approving Official will submit to NARA and accept the Terms of Agreement by 
taking the following steps: 

 Select Submit 

 Check the Terms of Agreement check box  

 Click Continue 

 Click Go 

An Agency Approving Official may also use the Single Action, Multiple Objects (SAMO) function. SAMO 
permits the user to submit multiple Transfer Requests to NARA for approval or to reject them. 

To approve multiple TRs using SAMO: 

 Filter the search results by status: Submitted for Agency Approval 

 Select the TRs you wish to approve by either clicking on the check boxes next to each TR or by using 
the Select All feature next to the filter 

 Click Submit 

The Transfer Request has been submitted to NARA and will appear in search results as Proposed and 
Ready for Approval. No more action is required by the Agency at this point, unless the TR is Rejected by 
NARA in which case NARA staff will notify the Agency POC listed in the contacts tab. 
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8g. Using the Packaging Tool for Electronic Records Transfers 

The Packaging Tool allows an agency to create an electronic records transfer shipment. The tool wraps up 
the files that comprise the records to be transferred into one or many era packages similar to the process 
used by the Winzip tool. The Packaging Tool is available online from the ERA portal or there is also a 
downloadable version available online at the ERA site.  

Before going through the process of attaching electronic records to a Transfer Request you must contact the 
NARA Electronic Records Archival Services staff for assistance. There are size limitations for the packaging 
of records and for ingest of the records that we would like to discuss before you begin this process. 

8g.1  Using the Packaging Tool: Getting Started 

The Electronic Transfer Staff will begin the process of packaging electronic files and sending them to ERA by 
using the packaging tool.  

 Point your mouse at the Tools option and select Packaging Tool. 

8g.2  Using the Packaging Tool: Java Application 

 You may see a Java application open.  

 A message will come up asking you about a potential security concern.  

 Select the No button in order to open the Java application. 

8g.3  Using the Packaging Tool: Shipment Properties Tab 

The Electronic Transfer Staff clicks on the Shipment Properties tab. In this section you will complete the 
details regarding the shipment being sent to NARA. There are three sections to this form. The sections are: 
Contact Area, Preferences and Associated Transfer Request. 

 Fill in the Contact Information area.  

 The name field and email fields are marked with a red asterisk, meaning that they are mandatory to 
fill in.  

 Note: Once this information is entered it will stay in the system and appear every time you log 
in. 



                                              

 

Electronic Records Archives | Agency User Manual 

63 

8g.4  Using the Packaging Tool: Selecting Container Size 

The Electronic Transfer Staff will select a container size based upon the volume of records that they have to 
transfer. They will need to consider the number of files and the total size of the shipment (MBs, GBs, TBs). 
Select DVD-ROM or CD-ROM Transmission when the records will be sent on physical media. The container 
size limits represent the capacity of the physical media and will determine how many .era files (packages) are 
generated from the documentary materials in the shipment. The larger the file, the longer it takes for the 
documentary materials to transfer into the shipment.  

 In the Preferences area, select the appropriate container size limit. There are three options from 
which to choose. 

 The packaging tool will wrap up into a single package based upon the container size that you choose. 
The choices are either 650 MB, 1 GB, or 4 GB. 

 There is a limit of 25,000 files per package.  

8g.5  Using the Packaging Tool: Finding Your TR 

The Electronic Transfer Staff needs to identify the transfer request that matches the records to be transferred. 
In connected mode, enter the Transfer Request ID and click the Search button to search for a Transfer 
Request in ERA. Once you associate the Transfer Request ID to the packaging tool, the remaining fields in 
the Associated Transfer Request section are populated with information from the Transfer Request. In the 
stand-alone mode of the packaging tool, there is no ability to search for a Transfer Request. You must 
manually populate all the fields in the Associated Transfer Request section. 

 Fill in the exact number for the TR that you are using to ship the electronic records to NARA, e.g., TR-
0313-2011-0042  

 Click on the search button on the left hand side of the page. 

8g.6  Using the Packaging Tool: Selecting Your TR 

 Highlight and select the TR  

 Click on the Associate button  

 This will populate the other fields in the Associated Transfer Request area 

8g.7  Using the Packaging Tool: Finding Records to be Transferred 

The Electronic Transfer Staff will now begin the process of building the container in which the files are to be 
transferred. 

 Click on the Data Files Tab  

 On the left side of your screen, you will see the file system structure of your computer.  

 Find the directory where you have saved the files that you want to transfer 



                                              

 

Electronic Records Archives | Agency User Manual 

64 

8g.8   Using the Packaging Tool: Creating a Shipment 

 On the right side of your screen, you will see the system structure of ERA. Here is where you add files 
and or folders to the shipment that you are making to send to NARA. 

 Drag and drop the files into the Shipment Structure. 

8g.9   Using the Packaging Tool: Checking Details of Shipment 

The Electronic Transfer Staff needs to examine the details of the shipment. This is to make sure that all the 
files that are part of the transfer will be included. This is a last opportunity to check. 

 Check the shipment file count and shipment size information in the upper right hand corner. 

8g.10  Using the Packaging Tool: Creating A Container for Your Records 

 Select the Build option 

 Select Generate Container 

8g.11  Using the Packaging Tool: Records Directory 

A window will open to your computer: 

 Select the directory where you will save your packaged records. 

 Click the Ok button.  

 The package will be created in the selected directory. 

 Go to the directory where you placed the package. 

 You will find your packaged records 

 Your package will have a name that begins with era_data, then your TR number, followed by the 
creation date and time.  

 For example: era_data_TR-0029-2008-0001_20110729110900_0 

 

The Electronic Transfer Staff has successfully created an ERA package of the files that comprise the records 
that they want to ship to NARA. They can write that ERA package onto a DVD or other portable media and 
send it to NARA. 
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8h. Using the Ingest Tool 

The Ingest Tool allows an agency to upload an electronic records transfer shipment into ERA. The Electronic 
Transfer Staff can use this ingest tool to directly send the ERA package of records to NARA through the ERA 
system.  

8h.1  Using the Ingest Tool: Location 

 Go to the ERA Ingest site at https://ingest.era.nara.gov/eraportal/era.portal 

8h.2  Using the Ingest Tool: Uploading Data 

 Select the Tools Tab  

 Select the Https Upload option. 

8h.3  Using the Ingest Tool: Find the TR 

The Electronic Transfer Staff needs to find the Transfer Request that is associated with this data. Then they 
will identify the data on their computer and upload the data into the ERA system. 

The Transfer Request Search page comes up. 

 Enter the TR number 

 You can also search by your agency name. 

 Click on the Search button on the right hand side of the page. 

 Highlight and select the TR.  

o This will bring you to the Transfer Processing Working Storage File Upload page. The TR 
number will appear in the Transfer Request ID field. 

 Select the Browse button.  

 This will bring you to a File Upload page which shows your computer directories. 

 Select the directory where the packaged data that you created in step 8o is located. 

 Select Open to return to the Transfer Processing Working Storage File Upload page.  

o This action populates the File field with the packaged records. 

 Select the Submit button.  

 Note: The uploading of this set of records will take a bit of time. The larger the package the 
longer it takes.  

You will receive a message in green lettering below the page title informing you of the 
successful shipment.  

https://ingest.era.nara.gov/eraportal/era.portal
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8h.4  Using the Ingest Tool: Transfer Processing 

The Electronic Transfer Staff will now start the process of having the ERA system evaluate the data for 
security words and other aspects. 

 Select the Tools tab.  

 Select the Initiate Transfer Processing option. 

 The Initiate Transfer Processing -- Transfer Request Search page appears.  

 Enter the TR number.  

o You can also search by your agency name. 

o Click on the Search button on the right hand side of the page. 

o Highlight and select the TR.  

 This will bring you to the Initiate Transfer Processing page.  

 The TR number will show up in the Transfer Request ID field. 

 Click on the List File(s) button. 

o You will see the TR numbers for the packaged records on the left side of the screen.  

o On the right side of the screen are two buttons giving you the option to delete files or 
process files. 

o When you select the process files button you will see three buttons on the right side:  

 Check Status,  

 List Files, 

 Cancel.  

 Click on the Check Status button.  

 When the records have completed the initial transfer process you will see a message in 
green lettering indicating a successful process. 
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   Appendix G:  ERA Technical Requirements and Log on Steps 
 

ERA Technical Requirements 

ERA does not require specific software. Federal agencies access ERA over the Internet. Workstations need: 

 Access to the Internet  

 Firefox V3.6 or Internet Explorer V7 web browsers. Other versions of Firefox and Internet Explorer affect 

functionality and alter text on the screen. Firefox V4, Internet Explorer V9, Apple's Safari and Google's Chrome web 

browsers have not been tested in ERA.  

 To fully support the ERA website, you may have to adjust some settings within your browser and the ERA URLs 

may need to be added to the exceptions list (allowed sites). Please see the directions below for making the 

requisite changes. If you are restricted in making these changes to your workstation, you should contact your local 

IT service desk for support or to make the changes for you.  

 

 Mozilla Firefox:  

 Open Firefox  

 Click on 'Tools' --} then select 'Options'  

 Click the 'Security' tab  

 Click 'Exceptions'  

 Type the URL (https://*.era.nara.gov ) then click 'Allow' and close that option window  

 Click the 'Content' tab  

 Verify that the following boxes are checked: (close that option window when done)  

 Enable JAVA script  

 Load Images automatically 

 Click the 'Advanced' tab  

 Click the 'Encryption' sub-tab  

 Verify that the following 'Protocols' boxes are checked:  

 SSL 3.0  

 TLS 1.0 

 Close the open options windows and restart your browser 

 

  

G-1 
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 Microsoft Internet Explorer 7:  

 Open Internet Explorer 7  

 Click on 'Internet Options'  

 Click the 'Security' tab, then click on the 'Sites' button  

 Type the URL (https://*.era.nara.gov) then click 'Add' and close that option window  

 Click the 'Advanced' tab and verify that the following boxes are checked:  

 Java (Sun) -- Use JRE 1.6.0_xx (xx indicates your version number)  

 Multimedia - Show pictures  

 Security - Use SSL 3.0  

 Security - Use TLS 1.0 

 Close the open options windows and restart your browser 

 

 Java Runtime Environment (JRE) 6 update 2 or later (Version 1.6.0_2 or later). This is for the Packaging Tool. 

You can check your installed version (http://www.java.com/en/download/installed.jsp?detect=jre&try=1)  

 

 Optional ERA-supplied Packaging Tool. The Packaging Tool bundles multiple files/records together to form a 

single transfer shipment that will later be processed by ERA. The Packaging Tool can either be accessed from 

the ERA portal or be installed as a standalone application on your workstation. Both the ERA-connected and 

the standalone application, which is delivered via CD or download, needs the Java version described above.  

 

 

G-2 

http://www.java.com/en/download/installed.jsp?detect=jre&try=1
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ERA Log on Steps 

First of all, make sure you have an ERA user account. See Getting Started with ERA for information on acquiring an 

ERA user account. ERA needs to be able to recognize your IP address. You also need to be able to access ERA over 

the Internet using either Firefox V3.6 or Internet Explorer V7 web browsers. 

 Access to ERA over the Internet  

 In order to log on to ERA, your agency's IP address range will need to be provided to the ERA Helpdesk. This 

information can be collected in two different ways:  

 The preferred method is to have your agency's IT department provide the ERA Helpdesk with its 

public facing IP range that will be used when accessing ERA.  

 If your IT department cannot provide the information, contact the ERA Helpdesk and have the 

following web site on your computer screen when you call: http://www.whatsmyip.org/. 

 

 Firefox V3.6 or Internet Explorer V7 web browsers. 

 

 To fully support the ERA website, you may have to adjust some settings within your browser and the ERA 

URLs may need to be added to the exceptions list (allowed sites). See the directions below for making the 

requisite changes. If you are restricted in making these changes to your workstation, please contact your local 

IT service desk for support or to make the changes for you.  

 

 Mozilla Firefox:  

 Open Firefox  

 Click on 'Tools' --} then select 'Options'  

 Click the 'Security' tab  

 Click 'Exceptions'  

 Type the URL (https://*.era.nara.gov ) then click 'Allow' and close that option window  

 Click the 'Content' tab  

 Verify that the following boxes are checked: (close that option window when done)  

 Enable JAVA script  

 Load Images automatically 

 Click the 'Advanced' tab  

 Click the 'Encryption' sub-tab  

 Verify that the following 'Protocols' boxes are checked:  

 SSL 3.0  

 TLS 1.0 

 Close the open options windows and restart your browser 
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 Microsoft Internet Explorer 7  

 Open Internet Explorer 7  

 Click on 'Internet Options'  

 Click the 'Security' tab, then click on the 'Sites' button  

 Type the URL (https://*.era.nara.gov ) then click 'Add' and close that option window  

 Click the 'Advanced' tab and verify that the following boxes are checked:  

 Java (Sun) -- Use JRE 1.6.0_xx (xx indicates your version number)  

 Multimedia - Show pictures  

 Security - Use SSL 3.0  

 Security - Use TLS 1.0 

 Close the open options windows and restart your browser 

 Log on to the ERA Portal (or the ERA Ingest Server in uploading electronic records). 
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